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View Instructors for Your Schoolhouse

When you want to view available Instructors...

Steps 1 & 2: Hover over the ILT tab, then select Vendors & Instructors.

Learning Ro ILT Content Admin

Manage Events & Sessions

Vendors & Instructors

|

Step 3: Click on the Instructors link to the right of the Vendor or Training Provider for
which you wish to view Instructors.

« Previous Next »
VENDOR NAME CONTACT NAME PHONE ACTIVE EDIT INSTRUCTORS
Federal - DOE Acquisition Learning Center ez Ed Instructors
Federal - DOT Yas @ Instructors
Federal - EPA Yes E4 Instructors
Federal - GSA Acquisition Institute Yas E4 Instructors
Federal - HHS Acquisition Institute Yas E4 Instructors
Federal - Homeland Security Acquisition Institute (HSAI) Yes E4 Instructors
Federal - Instructor-Led (ILT) ez Ed I|IIISUI.ICTOTS 3
Federal - USAID PDT - Center for Continuous Learning Yas @ Instructors \/
Federal - VA Acquisition Academy (VAAA) Yoz E4 Instructors

Step 4: You will then be directed to the Instructors page. From here, you can take
action to view their schedule, inactivate the Instructor, or edit their information.

¢ Add New Instructor i Hext
mstructos
;:;LRUCTOR LOCATION E-MAIL PHONE SCHEDULE ACTIVE EDIT
4 View !§I

\-/}‘ View E4

View Ed

View @'

Back to Table of 4
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Add CSOD User as an Instructor

When you want to add an Instructor to your Schoolhouse...

Steps 1 & 2: Hover over the ILT tab, then select Vendors & Instructors.

Learning Reo ILT Content Admin

Manage Events & Sessions

Vendors & Instructors ] 2

Step 3: To the right of your Schoolhouse, click the Instructors link.

« Previous Next »
VENDOR NAME CONTACT NAME PHOMNE ACTIVE EDIT INSTRUCTORS
Federal - DOE Acquisition Learning Center Yas E4 Instructors
Federal - DOT Yas E4 Instructors
Federal - EPA Yas E4 Instructors
Federal - GSA Acquisition Institute ez Ed Instructors
Federal - HHS Acquisition Institute ez Ed Instructors
Federal - Homeland Security Acquisition Institute {HSAI) ez Ed Instructors
Federal - Instructor-Led (ILT) Yas E4 I Instructors ; 3
Federal - USAID PDT - Center for Continuous Learning Yoz E4 Instructors
Federal - VA Acquisition Academy (VAAA) Yoz E4 Instructors

Step 4: On the Instructors page, click the Add New Instructor link.

= Add New Instructor 4 « Previous | 1-19 of 19 v | Next »
naE UETOR ocaTioN E-MAIL PHONE  SCHEDULE ACTIVE EDIT
Federal Organizations - _
Locations HIET @
Federal Organizations - _
Locations ST @
Federal Organizations - _
Locations ST @
Federal Organizations - View E4

Locations

Back to Table of 5
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Add CSOD User as an Instructor
(Cont. 1)

Step 5: Click on the (select an existing User) pop-out next to the Last Name field.

First Name Last Name G
Instructor Name:l | I I (select an existing user) \\5/

Home Location: | E;J

Phone:

Fax:

E-mail:

Language(s) Spoken:

Education:

Biography:

Certifications: I
Active: I:]

Step 6: Search for the User by First Name, Last name, or User ID. Click Search or hit
Enter.

Find user

Enter a last name and click the search icon.

Last Name: : First Name:| [ ID:‘ | q Search

)
TJ

Step 7: In the search results, select the Name of the Instructor you wish to add.

Select @ user « Previous | 1-3 of 2 v | Next »

MAME ORGEhANIT
Ilnstructor, FAI " 7 g=nizations
Instructor 2, FAl Fe rganizations

Instructor2, FAl Acquisiticn Professional Carear Program

Back to Table of 6
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Add CSOD User as an Instructor
(Cont. 2)

Step 8: The User’s name will appear in the Edit Instructor panel of the Add Instructor
page. Click the pop-out next to Home Location to choose a location the Instructor will

teach at.

First Name Last Name
| s

Instructor Name:| l | Instructor

Home Locatinn:l I 8
phone| 7—\/
|
|
|

alect an existi=

B

Fax:l

E-mail:

Lang uage(s)l

Education:

Biography:

Cerh'ﬁcatims:l
Active:
Approval Required: D

Step 9: A new window will open. Click on the gray + next to Federal Organizations —
Locations to drill down to the location you would like to select.

ey |
ADD TITLE ID
& 4th Estate DACM 4E
@ [ ABC Location
@ [ Client Admin Location CAL
& [ Cornerstone Admin Location CSAL
Defense
L) Defense Acquisition University (DAU) “l.‘l::::::'r::::
(DAU)
o Defense Media Activity (DMA) DMA
L] Defense Security Cooperation University (DSCU) DSCU
o Defense Threat Reduction Agency {DTI}} DTRA
o Department of Defanse Education Activity (DoDEA) DoDEA
9 - ederal Organizations - Locations FO_Locations

Step 10: When you find the location you need, click the blue + next to it to select it.

10 /: ] I [ virtual Instructor-Led Training (FAI) VILT_FAI

S

Back to Table of 7

Contents




Add CSOD User as an Instructor
(Cont. 3)

Step 11: The location will appear on the Edit Instructor panel on the Add Instructor
page. You may fill in any additional information if desired. Then, click Submit to add
the Instructor.

Add Instructor

First Name Last Name
Instructor Namz:‘ FAL

| [1nstructar | Ao crmirms

Home Location: | virtual Instructor-Led Training (FAI) l@

Phone: |

Faoc|

E-mail:

I_allgllage(s)‘
Spoken

Education:

Biography:

Certifications:|
Active:
Approval Required: ||

| [

Step 12: You will be returned to the Instructor list for your location. You will be able to
view and edit the Instructor you added.

o eV - N tn
@ Add New Instructor « Previous [1-15 of 15 % | Next »
naE UETOR LacaTioN E-MAIL PHOME  SCHEDULE ACTIVE EDIT

Federal Organizations -

12 L ti View @
\_// ocations

Federal Organizations - _ 3
Locations HIET . @
Federal Organizations - _ 3
Locations HIET . @
Federal Organizations - View E4

Locations

Back to Table of 3
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View Facilities for Your Schoolhouse

When you want to view available Facilities...

Steps 1 & 2: Hover over the ILT tab, then select Facilities & Resources.

Learning Content Admin Help Desk Perforn

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Step 3: Select View Both On-Site and Off-Site Facilities to view both government and
non-government Facilities that have been entered.

Search for Facility Name:

(&)

View Active Fau 3 View Both On-5ite and Off-Site Facilities

@ Add Facility

Subordinate Facilities For: dau « Previous| 1-10 of 10 v | Next »

FACILITY TYPE g';‘FTSET i&clll_uw = ACTIVE 9?1":'15 J;i:‘;“E EDIT RESOURCES
4th Estate DACM Region (UTC-05:00) Yes Yoz E4 None
[ ABC Location Room (UTC-05:00) Yes Yes View Usage E° None
[ Client Admin Location Region (UTC-08:00) Yes Yas Ed Naone

Step 4: On the Facilities and Resources page, click the gray + to drill down into Federal
Organizations — Locations to the Facility you wish to view.

& Add Facility

Subordinate Facilities For: dau « Previous Next »

FACILITY TYPE GMT OFFSET  FACILITY E-MAIL ACTIVE ON-SITE VIEW USAGE EDIT RESOURCES

4th Estate DACM Region (UTC-05:00) Yas Yes Eg Hone

[ ABC Location Room  (UTC-05:00) Yas Yes View Usage = Hone

(3 Client Admin Location Region (UTC-08:00) Yes Yes Eg None

O Cornerstone Admin Location Region (UTC-08:00) Yes Yes = None

Defense Acquisition University (DALY} Region (UTC-05:00) Yas Yes Eg Hone

Defense Media Activity (DMA) Region (UTC-05:00) Yas Yes & Hone

Defense Security Cooperation University (DSCU) Region (UTC-05:00) Yes Yes B4 None

Defanse Threat Reduction Agency [DTRA) Region (UTC-05:00) Yas o B4 None

Department of Defense Education Activity (DoDEA) Region (UTC-05:00) Yes Yes B4 None
4 Ederal Organizations - Locations Region (UTC-05:00) Yas o B4 None

Back to Table of 9
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View Facilities for Your Schoolhouse
(Cont.1)

Steps 5: Click Edit icon to view or edit the information for this Facility.

3 virtual Instructor-Led Training (FAI) Region (UTC-05:00) Yas Yas 5 = Hone

Step 6: View or edit the information for the Facility. Click Save to save any information
you entered or Cancel to exit without saving any information.

Tity T T

State | - MNone selected ------ v

Postal Code |

Time Zone (UTC-05:00) Eastern Time (US & Canada ¥
Contact |

Phone | |

Fax | |
Email | |
Occupancy | |
Approval Required O

On Site

6 : |lCanceI m

-

Back to Table of 10
Contents




Add Facilities for Your Schoolhouse

When you want to add a Facility...

Use the instructions below to add a single location at a time. If your Agency
has many locations you’d like to add, please reach out to faicsod@gsa.gov for

assistance with a facility load.

Learning

Content Admin

Manage Events & Sessions

Vendors & Instructors

Facilities & Resources

Steps 1 & 2: Hover of the ILT tab, then select Facilities & Resources.

Help Desk

Perforr

Step 3: Click the Add Facility link.

Search for Facility Name:

View Active Facilities £

& Add Facility I 3
Subordinate Facil itiesﬁ/

| ey

(] Wiew Both On-Site and Off-Site Facilities

« Previous| 1-10 of 10 v | Next »

FACILITY TYPE g';‘FTSET i&clll_uw = ACTIVE 9?1":'15 J’;.:E“E EDIT RESOURCES
4th Estate DACM Region (UTC-05:00) Yes Yoz E4 None
[ ABC Location Room (UTC-05:00) Yes Yes View Usage E° None
[ Client Admin Location Region (UTC-08:00) Yes Yas Ed Naone

Step 4: The Create Location page will open. Note: Locations and Facilities are used
interchangeably in CSOD. In the Define Location section, enter the following
information for the Facility/Location: Name, a unique ID, and a brief Description.

Create Location

Define Location

Name ‘ [
1D | [
4 B
~—”
Description

Back to Table of
Contents
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Add Facilities for Your Schoolhouse
(Cont. 1)

Step 5: In the Details Section, select a Parent Location. The Parent Location is the
Location/Facility under which this new Location/Facility will appear. You may also
choose an individual to be the Owner of this Location/Facility. This is optional.

Details

Parent || wtorioe A ' a—
5 —
Owner n 2

Step 6: Check the Active box to make this Facility/Location active in CSOD.

Details

Parent { whwriow A

i |

Active 6 E

Step 7: In the Facility Information section, enter as many details as you can to
help students find this Facility/Location. Note: The only required field is Time
Zone. If you decide to add Occupancy, you won'’t be allowed to add more
registrations than the Occupancy number when creating a Session.

Facility Information

Occupancy

[

[

|

[

\
Approval Required o
On Sita =]

Back to Table of 12
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Add Facilities for Your Schoolhouse

(Cont. 2)

not using this CSOD feature.

Step 8: Do not check the Approval Required box. The Federal Organizations are

Facility Information

Facility Type

Country

leave this box unchecked.

Step 9: Check the On-Site box if this is a government Facility/Location. Otherwise,

Facility Information

Facility Type

Country

Back to Table of
Contents
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Add Facilities for Your Schoolhouse

(Cont. 3)

Step 10: Click Save to save the Facility/Location. Click Cancel to return to the
Facility page without saving.

T T

Fax ‘

Email ‘
Occupancy ‘
Approval Reguired [m}
On Site )

10 Cancel | [

You will return to the main Facilities page. From here, you can search for and view
the Facility/Location you just added or add another Facility/Location.

Search for Facility Name:

@ Add Facility

Subordinate Facilities For: dau

| ey

View Active Facilities Only D View Both On-5ite and Off-Site Facilities

« Previous| 1-10 of 10 v | Next »

FACILITY TYPE g';‘FTSET i&clll_uw = ACTIVE 9?1":'15 J;i:‘;“E EDIT RESOURCES
4th Estate DACM Region (UTC-05:00) Yes Yoz E4 None
[ ABC Location Room (UTC-05:00) Yes Yes View Usage E° None
[ Client Admin Location Region (UTC-08:00) Yes Yas @’ Maone

Back to Table of

Contents
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Create Event

When you want to create a new Event...

Please contact FAI at faicsod@gsa.gov prior to creating any Events in CSOD.

Steps 1 & 2: Hover over the ILT tab, then select Manage Events & Sessions.

Learning Content Admin Help Desk Perforn

Manage Events & Sessions a

Vendors & Instructors

Facilities & Resources ct 0 r- Le1

Step 3: Select Create New Event.

Manage Events & Sessions
Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and

schedule new sessions.

[ itli ] [ ion R ] [Interest i }

Search All Events

—Search for events or sessions
@® Search for all Events O Search for all Sessions

[Event Name [subject 8| [vendor &)

v

All Languages

or search for sessions directly by using locator number

‘I ocator Number View Active Events Only

Legend-
4 Edit Evaluation B View Evaluation Report Z Edit Event 3 Copy Event 3 View Sessions

@ Create New Event 3 el

Back to Table of 16
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Create Event (Cont. 1)

Step 4: In the Properties tab, add the Event Name. The Event Name is the name of the
course, such as ACQ 265 (FED): Mission Focused Services Acquisition.

Add New Event

O ]
Availability \_//' Event Number: | \

Training Units Vendor: | 5|
Session Defaults Training Hours: D hour(s) D minute(s)
Object ID: 013fdd1a-5b9d-403a-9a61-8547918fGaal
Description: e

|BIH ==

Step 5: Add the Event Number. The Event number can be similar to the Event name,
for example, ACQ265(FED).

Add New Event

Availabili =
ty 5 'I Event Number: QI

Training Units Vendor: | @
Session Defaults Training Hours: D hour(s) D minute(s)
Object ID: 013fdd1a-5b9d-403a-9a61-8541918i6aafl
Description:

|B r U =iz

Step 6: Select a Vendor for the Event.

Add New Event

— B
Availability Event Number: &
Training Units 6 Vendor:
Session Defaults ! W v T T @

Object ID: 013fdd1a-5b9d-403a-9a61-85419 18fGaal
Description:

|B 5 U =iz

Back to Table of 17
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Create Event (Cont. 2)

Step 7: Enter additional information as applicable. As a Federal Organizations
Registrar, you will likely enter: Training Hours, Description, Objectives, FAlI Course Code,
Continuous Education Units, Event Information, and Target Attendees.

|
vendor: [ 3
7 / Training Hours: © hour(s) 0 minute(s)
— Object ID: dcb3133c-Tbd9 43738958 achfBddS0eTb

Description:
o Bz U ==

~# Design <> HTML

Resources: Add Attachment o
No attachments have been uploaded for tis Event

Objectives G e
= B Lol s=oi=

o~ Design <> HTML

v | Check 3l the languages that the content in this Event contains

Avaliable Languages: | Englsh (US

Default Language: English (US) : This is the language in which the event is shown to the user if this event's information is not localizod in their language.
FAI Course Code &

Continuous Education Units

Continuous Learning Points

Event Information

Precdecessor Courses

Target Attendese

Resources: o Add Material

Type Titie Lﬂ

FAI Course Code: Enter the Course ID (Ex. ABC 123 (FED))

Step 8: Subjects is a required field. Select the Add Subject link.

8 Subjects)
~
\_/ Competencies. 9

Skifis: o Add Skm

pe Tite

Options: [active [ Atlow Users To Attend Multiple Sessions ] Atow inte
Abiity to Select Seasions: Controlz the visibility of the "Select Session” link for an Event on an enx

rackng
sor's Transcript and Training Details.
Elend Usors [J Admins and Managers

Kavwords ]

Back to Table of
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Create Event (Cont. 3)

Step 9: Use the gray + to drill into Step 10: Use the blue link to select the
Federal Subjects. applicable Subject(s).

E Find Subject h

Search by subject name:

9, Search

l subject Name
@ Areas of Concentration
Career Field lo

@ Categories — ’

®E Content Area

Delivery Mode

9 ederal

Subject Name
[ Areas of Concentration
Career Field
Categories
Content Area

Delivery Mode

: I Acquisition Management I
uditing

[ Business and Financial Management

[ Contract Management

@ Contracting

@ Contracting Officer's Representative (COR)
O Cost Estimating

[ Eamned Value Management

-

LinkedIn Learning

only if the Event is for Brown Bags.

Step 11: The Subject will be added to the Event on the Event page. Ensure Active and
Allow Interest Tracking are checked. Check Allow Users To Attend Multiple Sessions

Subjects: & Add Subject
T Federal = Acquisition Management
Competencies: & Add Competency
Skills: Add Skill

1 Options: [ Active & Allow Users To Atfend Mulfiple Sessions &0 Allow interest iracking I

S Sessions:
End Users (] Admins and Managers

MTLY—— Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Details.

Keywords: ‘

19

Training Contact: /2]
Created By: Amira Reiss on Monday, December 28, 2020
Last Modified By: SgilesBoics oo Senass Zooomion 20 2onn

Step 12: Add Keywords if desired.

skills: & Add Skill
Options: [ Active

Sessiol

I Allow Users To Attend Multiple Sessions [ Allow interest fracking

ADIYIED Selg:? Controls the visibility of the “"Select Session” link for an Event on an end user's Transcript and Training Details.

SEna Ve, |l Admine 0o Managers
12 : Keywords: ‘

2]

raining Contact: JzJ
Created By: Amira Reiss on Monday, December 28, 2020
Last Modified By: Amira Reiss on Monday, December 28, 2020

Back to Table of
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Create Event (Cont. 4)

Step 13: Add a Training Contact for this Event if desired.

Subjects: & Add Subject
T Federal = Acquisition Management
Competencies: & Add Competency
Skills: @ Add Skill
Options: [ Active & Allow Users To Attend Multiple Sessions Bl Allow interest tracking

Ablllwsleosgﬂﬁg Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Details.

End Users (] Admins and Managers
Koo |

13 : Training Contact: 21 I
\_/

| e

Last Modified By:

Step 14: Click Next to save this information and move to the Availability tab.

Subjects: & Add Subject
0 Federal = Acquisition Management
Competencies: & Add Competency
Skills: @ Add Skill
Options: [ active B Allow Users To Attend Multiple Sessions B3 Allow interest tracking
AD"'WS‘:S;P;’?S Controls the visibility of the "Select Session” link for an Event on an end user's Transcript and Training Details.
End Users (| Admins and Managers
Keywords: ‘ |<9
Training Contact:  JzJ
Created By:
Last Modified By:

) 14

Step 15: In the Select Criteria drop down, click Organization.

Availability
Copy Availability To New Sessions

AVAILABILITY

Select Criteria v
Select Criteria ngd MEORDINATES PRE-APPROVED REGISTER UPON APPROVAL

15

Grade
E Location
Group

Users

Back to Table of 20
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Create Event (Cont. 5)

Step 16: Click the pop-out that appears
next to the field.

Copy Availability To New Sessions

AVAILABILITY

Organization P = ] 16

REMOVE CRITERIA

Step 17: Click the gray + next to DAU
Registrar to drill down within the
Organizations.

e ——

ADD TITLE

& BAH
[ Client Admin Organization
Janization

DAU Registrar 17

' Non-Authenticate

o
[ Cornerstone Admini-?
=
Ll

Step 18: Click the blue + next to Federal
Organizations to make this event open
to all Users within the Federal
Organizations hierarchy or continue to
drill down. Note: We will be able to set
more restrictive availability when
creating sessions.

e

ADD TITLE

@ 4TH ESTATE
@ AIR FORCE
@ ARMY
Defense Security Cooperation Agency {DSCA)
18 E Federal Organizations
B FOREIGN MILITARY

&  HINDUSTRY
& [ NAVY

Step 19: Click the Done to add the
availability.

Top Node : DAU Ragistrar
Selected Organization
REMOVE TITLE D
Federal Organizations oA
(8 Results)
ADD TITLE D
@ 4TH ESTATE KA
L] AIR FORCE UE
@ ARMY H4
@ Defense Security Cooperation Agency (DSCA) KAGZ
N/A Federal Organizations oA
@ FOREIGN MILITARY ZA
L] INDUSTRY oo
[+ NAVY uM
19

Step 20: Check the Include Subordinates, Pre-Approved, and Register Upon Approval
boxes. These options will ensure that all Federal Organizations Users will see the Event,
that Users will not go through the workflow unless dictated in the Session, and that
Users will not need to register themselves after they are approved.

Copy Availability To New Sessions

Availability

AVAILABILITY
| Select Criteria v
REMOVE CRITERIA INCLUDE SUBORDINATES PRE-APPROVED REGISTER UPON APPROVAL
= = = —
All users in Organization:
@ Faderal Organizations 20
{oA) .

Back to Table of 21
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Create Event (Cont. 6)

Step 21: Click Next to save the
availability and move to the Training
Units tab.

Availability

Copy Availability To New Sessions

AVAILABILITY
[ Select Criteria v
REMOVE CRITERIA INCLU
All users in Organization:
@ Federal Organizations
(oa)
’ «Bal:k] ’ Save ] ’ Cancel ] ’ Next»] 21

Step 22: You will not use the Training
Units tab. Click Next to advance to the
Session Defaults tab.

Prong s |

® Allow users to check out with training uni
value

) Disassociate pricing from monetary value
) Do not allow payment by training unit for

2

Step 23: Any information you enter in the Session Defaults will appear for all Sessions
you create. You can enter this information now if it is standard text for all Sessions or
enter the information when creating a specific Session. You can still edit the

information in the Session.

In the Resources section, add any attachments, if applicable.

RESOURCES

Session Defaults

Add Attachment &

23

S

Mo attachments have been uploaded for this Session

> T Above = Registration Deadline)

Step 24: In the Registration section, set
the Registration Deadline. This value is
the amount of time before the start
date where you will cut off registration
of new students.

REGISTRATION
Registration | |[Dayis) w|[Before ~] first part of session
Deadline: staris_ (Request and Register)

Before: (Session Start Date and Time — Timing Selected

After (Session Start Date and Time + Timing Selected Above
= Registration Deadline)

Minimum x
Registration: I—I

Maximum *
Registration: l:l

Step 25: Set the Minimum Registration
and Maximum Registration for Sessions
in this Event. These fields are required

but can be updated at the Session level.

REGISTRATION

Registration | |[Dayis) ~|[Before v | firstpart of session
Deadline: gtariz_ (Request and Register)

Before: (Session Start Date and Time — Timing Selected
Above = Reqgistration Deadline)
After (Session Start Date and Time + Timing Selected Above

ign Deadline)
Minimum

Registration: 25

Maximum x
Registration: [ ] r\_/

Back to Table of
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Create Event (Cont. 7)

Step 26: If the same vendor is providing
all instances of this training, enter this
vendor in the Delivered By field.

Minimum *
Registration: I:I
Maximum a
: —
Do T |94
By: r;-) F 6
aymen ™ —

Date:
D t [ 1 {h

Step 27: In the Enrollment section,
select None. You will set this when
creating Sessions.

ENROLLMENT

Once users are registered in this session, some enrollment

27 wt be available
None

() Place Enroliment Restrictions

(7) Manage Reservations and Restrictions

Step 28: In the Waitlist Section, ensure

Allow Auto-Management of Waitlist,
Grant waitlist opening to one User at a
time based on priority, Auto-Register
User upon Granting Waitlist, and Limit
Users to one waitlist per event are all
checked.

WAITLIST

Wartlist: B ajiow waitiist for sessions in this event
Allow Auto-Management of Waitlist
® Grant waitlist opening to one user at a time based on

priori
28 O Grant opening to all waitlisted users at once for first
come first served registration

Auto-Register User upon Granting Waitlist

Limit users to one waitlist per event

Students have |0 days and |0 hours to
Deadlines: register for a class after a waitlist opening is granted
Waitlist expires D days and |23 hours before
session start date

Allow waitlist for sessions in this event,

Step 29: Set the Waitlist Expiration for
this Event, if applicable.

WAITLIST

Waitlist: B ajiow waitiist for sessions in this event
Allow Auto-Management of Waitlist
® Grant waitlist opening to one user at a time based on
priority
O Grant opening to all waitlisted users at once for first
come first served registration
Auto-Register User upon Granting Waitlist

B Limit users fo one waitlist per event

Waitlist students have E days and E hours to

Beadlines:
29 I Waitlist expires D days and m hours before
~ f session start date

Step 30: Move to the Prerequisites
section. Add Prerequisites if applicable
by selecting Add New Option. The
prerequisite must be in CSOD to be
selected.

PREREQUISITES

¢ addNewOption o' 3()

NAME ~ TYPE OPTIONS

Step 31: Move to the Additional
Requirements section. Add Pre-Work or

Add Post-Work if applicable.

ADDITIONAL REQUIREMENTS

Pre-Work: Add Pre-Work Jz) l 3 1

Post-Work: Add Post-Work 2] N
Times in you wﬁtnnxu\e Start and End times

Time Zone of Tor all Sessions to display to Users in their Time Zone.
Typlcally this option is useful if users can join remotely.

Back to Table of

Contents
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Create Event (Cont. 8)

Step 32: Click Save to save this Event.

ADDITIONAL REQUIREMENTS

Pre-Work: Add Pre-Work 2
Post-Work: Add Post-Work /2]
Display Times in
[T,inzre Zone of [ select this option if you would like the Start and End times for all Sessions to display to Users in their Time
User: Zone. Typically, this option is useful if users can join remotely.

32

You will be returned to your Manage Events & Sessions page. From here, you can
search for and view the Event you created.

Search All Events

Search for events or
’7 ® searcn for all Events () Search for all Sessions

[Event Hame | [ubiect D] [render 2|

| All Languages |-

or search for sessions directly by using locator number

[Loator nombar | Eview active events only

@, search

L
’7@ EatEvalation  view Evaluaton Report @ EaitEvent B copy Event B view sessions

4 Create New Event 3 Export to Excel

o resurs) [Ell[2]> »

Event Name Subjects Vendor Language(s)  poranee fpproved Compieted  Evaluation Options
LEn g SNEL T OEEE] S Federal Federal - Instructor-Led (ILT) English (US) 0 2 0 ZE ZEBE

Back to Table of 24
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Edit Event

When you want to edit an Event...

Steps 1 & 2: Hover over the Admin tab, then select Catalog.

Admin Help Desk Performance

Catalog

Tools

Step 3: Click on Course Catalog under Course Catalog heading.

Course Catalog General Learning
Course Catalog # Evaluations #
3 iManage all training courses that have already been created Create and manage evaluations that can be attached to all
\_//rin your portal training in the catalog
X - Providers
Learning Objects Manage which training providers are active
Events and Sessions
Create and manage instructor led training
Tests
Create and manage tests
Step 4: Enter the name of the Event Step 5: Click Search.
you are looking for into the search
field.

Course Catalog

Iv
} acq 265 Trainin 5
acq 265 4 v P \/g
Refine search \/

Course Catalog

Step 6: Click the arrow in the Actions column to the right of the Event name.

- - Created - Modified + .
+ H 5|
o “ e ot Date pats

v (AN ENEL e Federal - Instructor-Led (ILT) A English 44 /17/2020 6 3
“* Services Acquisition (US) \
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Edit Event (Cont. 1)

Step 7: Choose Edit from the dropdown menu.

Created * | Modified 3 | ,

oy ACQ 265 (FED): Mission Focused English

Federal - Instructor-Led (ILT) N/A MA22020  12/18/2020 v

Services Acquisition (Us)

Edit

7 o=z DHS: ACQ 265 Federal - Homeland Security N/A English 3 7
= Acquisition Institute (HSAI) ! (US) View as User

Step 8: Use the tabs along the top of the page to edit different elements of this Event.

Edit ACQ 265 (FED): Mission Focused Services Acquisition

Select any of the tabs below to adit course infermation. Meving to 2 different tab will automatically save the information on the previous page.

General

Edit Training

265 (FED): Mizsion Focused Srvices Acquisition \r.*)
I - Instructor-Led (ILT)

Version: 1.0

Step 9: To edit the emails that are sent for this Event, click the Emails tab.

Edit ACQ 265 (FED): Mission Focused Services Acquisition

Select any of the tabs below to edit course information. Moving to = different tab will automatically save the information on the pravious page.

General Subjects Skills i Ackno Emails

Edit Training

Titla, [ o 140

Step 11: Select Custom Emails to edit Step 12: A panel will open in the
the emails sent for this Event. bottom portion of the page. Click the
gray + next to the email you wish to
General Subjects ed it.

T

| System Defaults - Use default emazils bazed on settings

‘M willg =mails that have not yet ACTION ACTION 7
(@ Custom Emails 11 2d to this learning objeq E{Z/ -

. sion Instructor
g will be sent based on Training

sent in association with thy

() No Emails - No emails Request Wabcast Training
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Edit Event (Cont. 2)

Step 13: Check Active column for the Federal Organizations email that you would like
to trigger for this email.

= Waitlist Request an y o
EMAIL AVAILABILITY CuUs; ACTIVE OPTIONS
o 4

All users in Organization: Federal Organizations y 13 23T

User Has Been Added to a Waitlist (Include Subordinates)

NE N

o

The emails currently set up for Federal Organizations are generic for all
Agencies. If you require custom email language for your Agency, please
contact faicsod@gsa.gov.

Step 14: Click Save or navigate to another tab to save your email choices.

Training Approval Reminder

Training Deactivation

Cancel 14

Step 15: To update the Evaluation used for this Event, click the Evaluations tab.

ability Emails Recommendations Training 15 E Evaluations |
A
tustom evaluation by editing the default. If vou later decide to replace a custom evaluats with

Step 16: Check the box in the Active column to activate Level 1 Evaluation for this

EVALUATION |ACT1VE REQUIRED INCLUDE PRE-TRAINING PREVIEW

Level 1 - Reaction Evaluation 16 I NiA B 0d.1

Step 17: Check the box in the Required column to require Users complete Evaluation
for this Event.

EVALUATION REQUIRED) INCLUDE PRE-TRAINING PREVIEW

Level 1 - Reaction Evaluation 17 l I KA B od.1i
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Edit Event (Cont. 3)

Event.

Step 18: Click the pop-out in the Options column to select the Evaluation for this

REQUIRED INCLUDE PRE-TRAINING PREVIEW TITLE

_ ee—

MAA = 0d.ILT/VILT v4 - Updated

18 e OEIONS
/

Step 19: Click the blue + next to the Evaluation you wish to use for this Event.

& End of Course Evaluation OLT English (US) 9!24.'201)3“;1 0:15°57

1Q ¢ _Federsl LT Evaluaton (Fy21)| English (US) 9/25/2020 5:00:12
- & Federal OLT Evaluation (FY21) English (US) 3/25/2020 2:30:00
@ FPD End of Course Evaluation (ILT/VILT} 2 English (US) 10302018 14018

0/24/2018 10:16:38
AM

/32020 12:30:05
PM

1H2020 12:30:55
PM

12119/2018 3:16:26
PM

under the Title column.

You will be returned to the Evaluations tab. You can view the Evaluation you chose

INCLUDE PRE-TRAINING PREVIEW TITLE

TYPE OPTIONS

N - Federal ILT Evaluation (Fr21)

Custom @ F)

Step 20: Click Save or navigate to another tab to save these changes.

T

EVALUATION ACTIVE

Lavel 1 - Reaction Evaluation

20
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Create Sessions

When you want to create a Session...

Steps 1 & 2: Hover over the ILT tab, then select Manage Events & Sessions.

IT Content Admin Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3: Search for the Event to which the Session will belong. Enter the Event Name
into the search field.

Home Learning Reports I Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events, Use the options below to create new events, edit existing events, and schedule new sessions.
[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

®) Search for all Events O Search for all Sessions

[Event Name | € 3 9| [vendor ]|
»

anguages i) \_/

or search for sessions directly by using locator number

[Locator number ] View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports LT Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ®) Search for all Events O Search for all Sessions

[Event name |

[subject @] [vendor 5|

All Languages I}

or search for sessions directly by using locator number

[Locator number |

View Active Events Only

=
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Create Sessions (Cont.1)

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Resuiis)

Subjects Vendor Language(s) Tentqtive Apprqved Csomprleted Evaluatian Options
Federal Federal - USAID PDT - Center for Continuous Learmning  English (US) 0 2 ) 5 . E
Federal (F:g:rl';ll - Homeland Security Acquisition Institute English (US) 0 2 0 . m m
Federal Federal - DOE Acquisition Learning Center English (US) 0 2 0 ZE 220

Step 6: Click Create New Session.

g & Create New Session

Day Start Date End Date Session |

Frigay

Friday

Step 7: In the Parts Schedule tab, enter the Part Name. The Part Name should include
the schoolhouse providing the Session, the course number, the fiscal year, and the
Session number. Example: DHS: ACQ 265-2021-01.

ACQ 265 (FED): Mission Focused Services Acquisition
- Created by Amira Reiss on 12/28/2020

7 il —
D =

Details

T TE Location: Select Room Layout Add Resource Add Instructor

Emails

Step 8: Enter a Description for this Session (optional).

ACQ 265 (FED): Mission Focused Services Acquisition
- Created by Amira Reiss on 12/28/2020

Parts Schedule Name: [T —\ ;i *

Details Description: | |=9' 8
Availability I—!gmm —_—— W 1 Resource Add Instructor
Emails
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Create Sessions (Cont. 2)

Step 9: Choose a Location for this Session by clicking the pop-out next to the Location
field.

ACQ 265 (FED): Mission Focused Services Acquisition
- Created by Amira Reiss on 12/28/2020

L —

Details Description: r— |8

B Ly Location: 9 = I Select Room Layout Add Resource Add Instructor
\

Emails

Step 10: Click the gray + next to a Step 11: Click the blue + next to a
Location to drill down to the Location Location to select it.
for this Session.

] FAL: VIENNA, VA

‘ ADD TITLE @ [ FAI: WASHINGTON, DC

\E_g/ deral Organizations - Locations I o i 11 Instructor-Led Training (FAI)

Step 12: The Facility Details window will appear. Click Done to add this Location to the
Session.

Facility Virtua| Instructor-Led Training (FAT)

Confirmati
“ R;'::,;" [ Require the location to be confirmad before the session is approved”

MNotes:

)

{"If the "Confirmation Reguired’ chamlinx is not checked, the session will be approved sven if the facility is not available)

IL 12

Step 13: Click Add Instructor to assign an Instructor to this Session.

ACQ 265 (FED): Mission Focused Services Acquisition
- Created by Amira Reiss on 12/28/2020

-

Details Description: | |4 1

Availability Location: Select Room Layout Add Resource 13 /' Add Instructor

Emails
N

Back to Table of 31

Contents




Create Sessions (Cont. 3)

Step 14: Click the Name of the User you
would like to make the Instructor of this

Step 15: In the Instructor Details
window, click Done to add this

Session. Instructor to the Session.
(19 Results)
Name User ID Location Instructor Details
Federal Instructor: i’ .
14 AL0328500034  Organizations - R.,|.!=
r I Locations
— Confirmation D Require the instructor to be confirmed bafore the
Federal Required: fem 4
DAU0630700347  Organizations - SesSon i approve
Locations (*If the "Confirmation Required” checkbox is not chackad, the session will
be approved even if the instructar js not available)
Federal
DAU13084000581 Organizations -
Locations « Back 15
Federal
DAU13014001061 Organizations - —
Locations

Step 16: In the Date and Time section, enter a Start Date and End Date for this

Session.
DATE AND TIME
. Iz [ . g
Start Date: I 1/11/2021 |E End: [1/14/2021 iz 16
2100 AM W 5:00 P~ | /
Start Time: End:
Time Zone: [ (UTC-05:00) Eastern Time (US & Canada) v [ Display Times in Time Zone of User
Part Duration: 81 Hour(s) 0 Minute(s)

Step 17: Enter a Start Time and End Time.

DATE AND TIME

Start Date: ey I Fode [ampnoy ;u:_l

Start Time: End: P\].?/

Time Zone: [ (UTC-05:00) Eastern Time (US & Canada) v B4 Display Times in Time Zone of User

Part Duration: 81 Hour(s) 0 Minute(s)

Step 18: Select the Time Zone for the Session.

DATE AND TIME

Start Date:  [1/11/2021 |E@  End: [1/14/2021 ||

Start Time: End:

Time Zone: | {(uTc-05:00) Eastern Time (US & Canada) w | 18 mes in Time Zone of User

Part Duration: 81 Hour(s) 0 Minute(s)

Back to Table of
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Create Sessions (Cont. 4)

Step 19: If you would like CSOD to keep track of the amount of time students are
actually in the Session, you can create Part Breaks. For example, if a part has a Start
Time of 8:00 AM, an End Time of 5:00 PM, and a Part Break of 30 minutes, then the
total training hours for the part is 8.5 hours. Part Breaks are not required and will not
impact CLPs. To add a Part Break, click the blue + next to Part Break.

PART BREAKI = IF 19
— _—

Part Duration - Break(s) = Training Hours

[ Save Part ] [ Save & Add New Part ] [ Cancel ]

Step 20: Label the Part Break. Step 21: Set the Part Duration in
minutes.

PART BREAK
Part Duration - Break(s) = Trainiz PART BREAK #
— A - |

e break tofal must De less than the _an of the pa & @ 21 im
The break tow = less than the duration of the part
Save Part ] I Save & Add New Part I I Cancel ]

Save Part ] I Save & Add New Part I I Cancel ]

Step 22: Add additional Part Breaks as Step 23: Click Save & Add New Part to

needed by clicking the blue +. (See note create another Part for this Session (this

below on adding parts) functionality is frequently used for
multi-day Sessions) or click Save Part to

- 22 save this information.

PART BREAK *

jon - Biewma) = Training Hours -
PART BREAK
BEE @ ouston[ s
The break total must be less than the duration of the part Part Duration - Break(s) = Training Hours
0 GE 9  ouston[ s
Save Part ] [ Save & Add New Part ] [ Cancel ] The break total must be less than the duration of the part

Save Part ] I Save & Add New Part Ii; 23

If the session duration is more than a day, or if separate sessions within the
same day are required, add the session parts by clicking the Add Part link on
the Parts Schedule page. See Create Session —Parts on CSOD’s Online Help for

more information.
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Create Sessions (Cont. 5)

Details tab in the left-hand menu.

Step 24: You will now see a Summary of the Part information for this Session. Click the

Parts Schedule 24

tus Day
Availability \/

. @ Monday DOE: ACQ
Emails 265F]

Part Name Starts

11172021
Training Units 2021-01

Summary

» Add Part » View Events Calendar b4 Export to Excel @ @ Check Conflicts
Ends Training Hours

ED- 8:00 AM EST 5:00 PM EST

Instructor Options
11472021 81 Hour(s) 0 Minute(s) Virtual Instructor-  FAl Instructor ER}
Led Training (Primary)
(DOE)

Location

Step 25: The Session will inherit any
defaults set at the Event level. You may
change these values if required. Enter
the Part Name you chose into the
Session ID field.

Session ID: |DOE' ACQ 265FED-2021-01

25

vailable
Languages:

Credits:
Delivered
gl 1@

Payment

Date:
Payment [ 15D

English (US)

Step 26: If this Session is offered by an
external training vendor, enter that
Vendor into the Delivered By field.

session ID: [ DOE: ACQ 265FED-2021-01 | &9

Available
Languages: English (US)

Credits: | 32 26
Delivered C
o R

Payment
Received
Date:

Payment [ | &

Step 27: Enter Session Information.
Session information is any additional
information you’d like Users to have
about this Session.

Code: | I
Session [P

Information: 2 7

Continuous

Units:
Continuous

Points:
Host School

Cone:l |9

Target s
Attendees:

Trainingo 2l

Step 28: Enter the correct number of
Continuous Learning Points (CLPs) for
this Session.

Code: 1=
Session s
Information:
A
Continuous
Units:
Continuoud _I
Learning
Points » 28
Host School I-h oy
Code:
Target s
Attendees:
P
Trainingo 2l
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Create Sessions (Cont. 6)

Step 29: Choose a Training Contact. The
Registrar creating the Session will be
listed as default.

Target
Attendees:
| Training =)
Contact: o 2 9
S

RESOURCES

Add Attachment &

Mo attachments have been uploaded for this Session

Step 30: If there are resources Users
need prior to the Session, add them to
the Resources section by clicking the
blue + next to Add Attachment.

Target
Attendees:

Training 2
Contact:

RESOURCES

Add Attachment & § ¢ 30

‘\
Mo attachments have been upioaded for this Session

Step 31: In the Registration section,
enter the Attendance requirements.
This field will dictate how many parts
Users must attend to get credit for the
course.

REGISTRATION

ittendance: [ 1 o. 3 1 2d as attended for a session to be marked completed

in the uselfs frams.
Regietanon Day(s) —“jjmefore ~ | first part of session starts. (Request and
Deadline: Register)

Before: (Session Start Date and Time — Timing Selected Above = Registration

Deadline)
After: (Session Start Date and Time + Timing Selecied Above = Registration Deadline)

Minimum
Registration: D

Maximum ’—‘
= = 15

Step 32: If applicable, set the
Registration Deadline by indicating at
which point Users can no longer
Register or Request the Session.

REGISTRATION

Attendance: of 1 parts must he marked as attended for a session to be marked completed
e .

Registration Day(s) || Before » | first part of session starts. (Request an®
Deadline: Register) 2

Deadline)
After: (Session Start Date and Time + Timing Selecied Above = Registration Deaumwss

Minimum
Registration: D

Maximum ’—|
= = 15

Step 33: Edit the Minimum Registration
and Maximum Registration fields if
these values are different than those
entered for the Event.

Minimum

Registration: I:\I
Maximum

Registration: r .

ENROLLMENT RESERVATIONS AND RESTRICTIONS

£1S

N

Once users are registered in this session. some enroliment

Step 34: Use the Enrollment
Reservations and Restrictions section to
send all Users outside your schoolhouse
to the waitlist. Select Manage
Reservations and Restrictions.

ENROLLMENT RESERVATIONS AND RESTRICTIONS

Once users are registerad in this session, some enroliment options may not be available.
Enroliment

reservations — MNone
and _
restrictions: ' piace Enrolment Restrictions

I (® Manage Reservations and Restrictions I 34

Back to Table of 35
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Create Sessions (Cont. 7)

Step 35: A drop-down menu will appear.
Choose Organization.

ENROLLMENT RESERVATIONS AND RESTRICTIONS

©Once users are registered in this session, some enroliment options may not be available |

Enrollment
reservations ~ Mone
and _
restrictions: - piace Enroliment Restrictions

(@ Manage Reservations and Restrictions

None selected v
[ Mone colartad | .
puh s — | 3 d Maximum
Seats
h\ 5

Allowed

Step 36: Click the pop-out next to
Organization to view the list of
Organizations.

ENROLLMENT RESERVATIONS AND RESTRICTIONS

Once users are registered in this session, some enroliment options may not be available.

Enroliment
reservations — Mone
and
restrictions: ' place Enroliment Restrictions
(@ Manage Reservations and, o 36
Organization 2
L ~

Step 37: In the window that opens, click
the gray + next to DAU Registrar to drill
down to your Schoolhouse.

Title ID
BAH BAH
Client Admin

Organization CAO

Cornerstone
Administration CSAO
Organization

37 DAU Registrar xK

Non-Authenticated NOAUTH

Step 38: Continue to drill down into the
Federal Organizations. When you reach
your Schoolhouse, click Title of the
Organization.

Title D

ATRRS Federal Orgs  AFOQ

Department of

Agriculture BALA
Department of
Commerce 9ALB
Department of
Education 9AL3
Department of Energy SALE 38
™,

Step 39: Click Add at the bottom of the window.

elected Organization
TITLE

Department of Energy

Title D

ATRRS Federal Orgs AFO

Department of

Agriculture 9ALA
Department of

Commerce 9ALE

Department of 9AL3

Education
Department of Energy 9ALE

Department of Health

& Human Services 9ALL

All = Defense Acquisition University (DAU) = DAU Registrar = Federal Qrganizations >

QALE n]

oresurs) [ 2]3]> »

Parent

Federal Organizations
Federal Organizations
Federal Organizations

Federal Organizations

Federal Organizations

Federal Organizations

5439
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Create Sessions (Cont. 8)

Step 40: The Organization will appear in the Enrollment Reservations and Restrictions
section. Enter the value from Maximum Registration into Reserved Seats and
Maximum Seats Allowed.

All Users outside your Organization will now be sent to the Waitlist and Users within
your Organization will be automatically approved for a seat.

(@ Manage Reservations and Restrictions

| Organization v
Maximum
- Include Reserved
Order  Criteria : Seats emou
Subordinatds Seats e I1

COrganization 15
Department s
of Energy

All users in \4
s |r -

Step 41: In the Waitlist Section, ensure Allow waitlist for sessions in this event, Allow
Auto-Management of Waitlist, Grant waitlist opening to one User at a time based on
priority, Auto-Register User upon Granting Waitlist, and Limit Users to one waitlist
per event are all checked.

WAITLIST

Options: B9 allow waitlist for sessions in this event
Allow Auto-Management of Waitlist
® Grant waitlist opening to one user at a time based on priority 41
O Grant opening to all waitlisted users at once for first come first served registration
Auto-Register User upon Granting Waitlist
Limit users to one waitlist per event

Waitlist Deadlines: Waitlist expires |0 days and |0 hours before session start date

4

Step 42: If you would like the Waitlist to expire, enter the criteria for that expiration in
the Waitlist Deadlines fields.

WAITLIST

Options: B9 allow waitlist for sessions in this event
Allow Auto-Management of Waitlist
® Grant waitlist opening to one user at a time based on priority
O Grant opening to all waitlisted users at once for first come first served registration
Auto-Register User upon Granting Waitlist

Limit users to one waitlist per event
IWaitIist Deadlines: Waitlist expires |0 days and D hours before session start date ; 42
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Create Sessions (Cont. 9)

Step 43: If the Session has a prerequisite, click Add New Option in the Prerequisites
section.

PREREQUISITES

I % Add New Option 43
— TYPE  OPTIONS

Step 44: If the Session has pre-work, Step 44: If the Session has post-work,
click the blue + in the Pre-Work section click the blue + in the Post-Work
to add it to the Session. section to add it to the Session.
¥ aAdd New Option ¥ add New Option
NAME NAME
PRE-WORK PRE-WORK o
rrenore ] 44 |
POSTWORK o PDST-WORKI n‘.}lt 45
4 - \_.,’/'

Step 46: At the bottom of the page, click Next to save these inputs and go to the
Availability tab.

POST-WORK

’ Next»] L 46

[ « Back ] [ Save] [ Cancel

Step 47: Availability dictates who can find the Session in their search results and
request to enroll. While the Session will inherit the availability of the Event, you can
make it only available to your Organization. Most Sessions will use the inherited
availability. See the “Create an Event” task aid for more details on setting availability.

Confirm the availability and click Next. AVAILABILITY

| Select Criteria v
REMOVE CRITERIA

T All users in Organization: Federal Organizations (9A)

[ o )| € 47
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Create Sessions (Cont. 10)

Step 48: The email settings will be inherited from the event. Confirm the emails you
would like to use are selected. Click Next.

T Session Transcript Status Changed by Roster TNSTucior Led
Submission Training
Training Completion Request Training
Training Completion Request Approved Training
Training Completion Request Denied Training

[# Training Approval Reminder Training

« Back Save Cancel Next » [ 43

Step 49: You will not use the Training Units tab. Click Next.

® Allow users to check out with training unit

C Disassociate pricing from monetary value
) Do not allow payment by training unit for t

B i

Step 50: The Summary tab will allow you to review the decisions you made on the
previous tabs. Confirm these settings and click Save to create the Session.

Training Hours: 81 Hour(s) 0 Minute(s)

Day Part Name

Monday DOE: ACQ 265FED-2021-01

S0 S
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Create Sessions (Cont. 11)

The Session is now available to Users. You will be returned to the Event page, where
the Session is now listed. From here, you can view the Roster, edit the Session, copy
the Session, or cancel the Session.

ACQ 265 (FED): Mission Focused Services Acquisition

Search

Tentative & Approved () Completed [ Cancelied

|SessicnID | |Locatcr‘~lumber | Star‘lDate:I I:II to
L O

[ocation 3| [tnstructor Ell

@ Create New Session

(2 Results)

Start End 5 Locator
Date Date SEELIDM Number

DOE: ACQ 265FED- Virtual Instructor-Led Y
Monday 1/11/2021 1/14/2021 Sraon 786 o DOE) 0of15 [A B Approved |88 4 0 D %

Day Location Enrollment Evaluation Status Options
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Edit Sessions

When you want to edit a Session you’ve created...

Steps 1 & 2: Hover over the ILT tab, and then select Manage Events & Sessions.

Content Admin Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3: Search for the Event to which the Session will belong. Enter the Event Name
into the search field.

Home Learning Reports I Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events, Use the options below to create new events, edit existing events, and schedule new sessions.
[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

®) Search for all Events O Search for all Sessions

|
[Event Name ] - 3 9| [vendor

anguages il \_/

or search for sessions directly by using locator number

]|

[Locator number ] View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports LT Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.
[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ®) Search for all Events O Search for all Sessions

[Event Name: ] [subject @] [vendor 5|

All Languages I}

or search for sessions directly by using locator number

[Locator number ] View Active Events Only

=]
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Edit Sessions (Cont. 1)

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Resuiis)
Subjects Vendor L s) Tentqtive “F’P’?“e“ c;";;'::"e: Exntae ation Options
Federal Federal - USAID PDT - Center for Continuous Learning English (US) 0 2 0 5 jﬁ
Federal (F:giﬁl - Homeland Security Acquisition Institute English (US) 0 2 0 \E"ﬁ/z @ ]
Federal Federal - DOE Acquisition Leaming Center English (US) 0 2 0 ZE a0

Step 6: Click the Edit icon in the Options column to the right of the Session you would
like to edit.

@ Create New Session

(2 Resuits)
Start End = Locator 5 + — -
Day Date Date Session ID b Location Enroliment Evaluati atus Options
DOE: ACQ 265FED- Virtual Instructor-Led S 1o F -
Monday 1/11/2021 1/14/2021 S 47886 Trinng (DOE) oof15 [FEA 6/ w (B RE

Step 7: To edit the Part, click the Edit icon in the Options column.

Parts Schedule @ Add Part 3 View Events Calendar 3£ Export to Excel @ @ Check Conflicts
Details L . 5
Status Day Part Name Starts Ends Training Hours Location Options
Availability 7
. @ Monday DOE ACQ 1/11/2021 11142021 81 Hour(s) 0 Minute(s) Virtual Instructor- [ [
Emails 265FED- .00 AMEST 5:00 PM EST Led Training
Training Units 202101 (DOE)
Summary
[ save | [ cancel | [ Nexts |

Step 8: To edit the details on any other tabs, click on the tab Name in the left-hand
menu to navigate to that tab.

Parts Schedule & Add Part » View Events Calendar b4 Export to Excel @ @ Check Conflicts
Details . . .
Status Day Part Name Starts Ends Training Hours Location Instructor Options
8 Availability
B @ Monday DOE:ACQ 1/11/2021 11412021 81 Hour(s) 0 Minute(s) Virtual Instructor-  FAIl Instructor E i}
\ Emails 265FED-  8:00 AM EST 5:00 PM EST Led Training (Primary)
p—— . § 2021-01 (DOE)
Training Units
Summary
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Edit Sessions (Cont. 2)

Step 9: Click Save to save any changes.

Parts Schedule @ Add Part 3 View Events Calendar 3£ Export to Excel @ @ Check Conflicts

Details

Status Day Part Name Starts Ends Training Hours Location Instructor Options
Availability
. @ Monday DOE ACQ 1/11/2021 11142021 81 Hour(s) 0 Minute(s) Virtual Instructor-  FAI Instructor &
Emails 265FED- 2:00 AM EST 5:00 PMEST Led Training (Primary)
L . 2021-01 (DOE)
Training Units
Summary

9 MEle= =
N—"

The Session is now available to Users. You will be returned to the Event page, where

the Session is now listed. From here, you can view the Roster, edit the Session, copy
the Session, or cancel the Session.

ACQ 265 (FED): Mission Focused Services Acquisition

Search

Tentative & Approved () Completed [ Cancelied

|SessicnID | |Locatcr‘~lumber | Star‘lDate:I I:II to
L O

[ocation 3| [tnstructor Ell

@ Create New Session

(2 Results)

Start End Locator ) o oation Enroliment Evaluation Status Options

Date Date SEELIDM Number

DOE: ACQ 265FED- Virtual Instructor-Led 2
Monday 1/11/2021 1/14/2021 Sraon 786 o DOE) 0of15 [A B Approved |88 [ Ch (G %

Day

Back to Table of

43

Contents




Cancel Sessions

When you want to cancel a Session...

Steps 1 & 2: Hover over the ILT tab, then click on Manage Events & Sessions.

Content Admin Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3: Search for the Event to which the Session will belong. Enter the Event Name
into the search field.

Home Learning Reports I Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events, Use the options below to create new events, edit existing events, and schedule new sessions.
[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

®) Search for all Events O Search for all Sessions

|
[Event Name ] - 3 9| [vendor

anguages il \_/

or search for sessions directly by using locator number

]|

[Locator number ] View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports LT Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ®) Search for all Events O Search for all Sessions

[Event name |

[subject @] [vendor 5|

All Languages I}

or search for sessions directly by using locator number

[Locator number |

View Active Events Only

A=)

Back to Table of a4

Contents




Cancel Sessions (Cont. 1)

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Resuiis)
Subjects Vendor L s) Tentqtive “F’P’?“e“ c;";;'::"e: Exntae ation Options
Federal Federal - USAID PDT - Center for Continuous Learning English (US) 0 2 0 5 jﬁ
Federal (F:giﬁl - Homeland Security Acquisition Institute English (US) 0 2 0 \!_ﬂ/i; @ ]
Federal Federal - DOE Acquisition Leaming Center English (US) 0 2 0 ZE a0

Step 6: Click the Cancel icon in the Options column to the right of the Session you
would like to cancel.

@ Create New Session

(2 Results)
Start End s Locator . . . .
Day Date Date Session ID b Location Enroliment Evaluation Status Options
DOE: ACQ 265FED- Virtual Instructor-Led > B D , .
Monday 1/11/2021 11472021 2021-01 47366 Training (DOE) 0of15 ZHEs Appi 6 / E!

Step 7: The Session Details page will show details about the Session and Session
Cancellation Options. Choose a reason for cancelling the Session in the Please Select a
Reason dropdown menu.

Event: ACQ 265 (FED). Mission Focused Services Acquisition

Registered: 0
Waitlisted: 0

Schedule: Date: 1/11/2021 8:00 AM - 1/14/2021 5:00 PM EST
Location: Virtual Insfructor-Led Training (DOE) = Department of Energy (DOE) Acquisiti

SESSION CANCELLATION OPTIONS

Please select a reason:
| Select = reason hd

Other
Inclement Weather
7 Low Enrollment

Senior Management Chaice
\_/ Systams Unavailable
Timeline Shift s

Trainer Unavailable
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Cancel Sessions (Cont. 2)

Step 8: Enter a comment providing more detail about why the Session is being
cancelled.

SESSION CANCELLATION OPTIONS

Please select a reason:
[ Low Enrollment ~ |

Additional Comment:
Minimum enrollment was not met for this session. J

You will be returned to the Event page. If you need to view the Session you cancelled,
toggle the Cancelled filter when searching for the Session.

B Tentative B approved [ completdd B cancelled

Session ID Locator Number Start Date: Hj| to
| |~ Trocator RumGer

[ O
|Lo:atio"| @| |]1§t|’Lc:D' @|
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View Session Roster

When you want to view the Roster for an ILT...
Steps 1 & 2: Hover over the ILT tab and click Manage Events & Sessions.

Content Admin Help Desk

Manage Events & Sessions

Vendors & Instructors

Step 3: Search for the Event to which the Session belongs. Enter the Event name into
the search field.

Home Learning Reports I Content Admin Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events, Use the options below to create new events, edit existing events, and schedule new sessions.
[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

— Search for events or sessions

®) Search for all Events O Search for all Sessions

I 1
IIEven(Name | & 3 9| [vendor

["All Languages =] r\_/

or search for sessions directly by using locator number

]|

[Locator number ] View Active Events Only

Step 4: Click Search or hit Enter.

Home Learning Reports LT Content Admin

Help Desk Performance

Manage Events & Sessions

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.
[ waitiists ] [ Exception Requests | [ Interest Tracking |

Search All Events

Search for events or sessions

’7 ®) Search for all Events O Search for all Sessions

[Event Name: ] [subject @] [vendor 5|

All Languages I}

or search for sessions directly by using locator number

[Locator number ] View Active Events Only

A=
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View Session Roster (Cont. 1)

Step 5: Select the View Sessions icon under the Options column to the right of the
Event name.

(8 Resuiis)
Subjects Vendor L s) Tentqtive “F’P’?“e“ c;";;'::"e: Exntae ation Options
Federal Federal - USAID PDT - Center for Continuous Leamning English (US) ] 2 0 5
Federal (F:giﬁl - Homeland Security Acquisition Institute English (US) 0 2 0 \!_ﬂ/i; @ o
Federal Federal - DOE Acquisition Leaming Center English (US) 0 2 0 ZE a0

Step 6: Click the Roster icon in the Options column to the right of the Session you
would like to view.

@ Create New Session

(2 Results)
Start End - Locator 5 S .
Day Date Date Session ID b Location Enroliment Evaluatisn  Status Options
DOE: ACQ 265FED- Virtual Instructor-Led - 2 [
Monday 1/11/2021 1/14/2021 2021-01 47366 Training (DOE) 00f15 [2 6 /edEZ E

Step 7: From this page, you may view Users on the Roster and Waitlist. Additionally,
you can manage enrollment and attendance.

Session Roster

Roster | Assignments | Aftendance and Scoring

Inventory Unassigned ( 0 ) Pending Payment { 0) Exception Requests (2) Waitlisted (0) || 3

Session Status: Approved

Session Start Date: 1/4/2021 8:00:00 AM
Session End Date: 1/7/2021 5:00:00 PM
Seats Available: 15115

Attachments: Choose File | Mo file chosen Upload

RESOURCES

Add Attachment 2

No aftachments have been uploaded for this Session
SCHEDULE

USERS

[ Print Sign-In Sheet @ Add Users g5 Withdraw / Move Users

3F | Download 'Bulk Add Users' template Choose File | No file chosen Upload users

[ 8how Withdrawn/Removed Users {0 Results)

Name User ID Organizational Unit{s) Email Attendance Score Pass/Fail Status Options
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49

Contents




View Session Roster (Cont. 2)

Step 8: In the Users section of the Roster, you will see the Users who have been

granted seats in the Session. Use the icons in the Options column to view the User’s
enrollment history or remove the User from the Roster.

USERS

|'_,:, Print Sign-In Sheet Email Registered Users ¢ Add Users 3: Withdraw / Move Users

Af Download "Bulk Add Users' template Choose File | Mo file chosen Upload users

[ Show withdrawn/Removed Users (2 Results)
Name & User D Crganizational Unit{s) Email Attendance Score Pass/Fail Status Options
General Services

Administration

0 of 1 Parls Atiended 8 iIZI = 3@ e
[Organization) \/‘ ]

General Services o
Administration 0 of 1 Parts Attended Registered |ZT =) = D -3
(Organization)
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Manage Waitlist

When you want to manage a waitlist for an ILT...

Step 1: Use the “View Session Roster” task aid to navigate to the Session Roster. Click
the Waitlisted link in the top-right to view the Waitlist.

gistrar Event One Roster

and Scoring

Inventory Unassigned ( 0 ) Pending Payment {0 ) Exceptio 1

) Waitlisted (2)

proved
O3N04 o-N0-0Nn ARA

Step 2: The Waitlist will display. Edit Waitlist priority by changing the numbers in the

Order column. The User with Order 1 will have first priority for an open spot in the
course.

= Printable Version 3f Export to Excel

Order  Name Organization Unit(s) Original Request

Date Response Comments Respond
GENERAL SERVICES ADMINISTRATION (GSA) 12/16/2020 2:00:43 ‘ | o~ I
(Organization) PM — Grant . Deny
1 2 neral Services Administration (Organization) '1):;’16_12020 2:00:45 | | Ogrant O geny

—

Step 3: Click Update Order to save these changes.

General Services Administration (Organization)

\?/ [ Update Order ] [ Update Order and Process Responses ] ’ Back ]

Step 4: If you would like add a User to the Roster, select Grant in the Respond column.
If you would like to remove a User from the Waitlist without granting them a spot in
the course, select the Deny option in the Respond column.

=, Printable Version £ Export to Excel

Order  Name Qrganization Unit{s) Original Request

Date Response Comments, Respond

GEMERAL SERVICES ADMINISTRATION (GSA) 12/16/2020 2:00:43 I: 4 'S
(Croanization) FM \-/4/ L) Grant |_) Deny

1 General Services Administration (Organization) '125;'15:2020 2:00:43 N Ocrant O peny
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Manage Waitlist (Cont. 1)

Step 5: Click Update Order and Process Responses to save these changes.

General Services Administration (Organization)

U 5 ’ Update Order and Process Responses Back
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Update Roster via Upload

When you want to upload an updated Roster...

Step 1: Use the “View Session Roster” task aid to navigate to the Session Roster. Click
on Download ‘Bulk Add Users’ template. A Microsoft Excel file will download.

SCHEDULE

USERS

| - Print Sign-in Sheet & Add Users &g Withdraw / Move Users

A€ Download 'Bulk Add Users' template ; 1 Browse... Upload users

Step 2: In the file, enter the User ID of each User you want to add to the Roster into
the spreadsheet and save the file. Alternatively, you can enter the User’s email.
A B C D E |, F | G | H
Instructions
| emails? - For yes reply with 'Yes' and for no reply w Yes

[N

Enter user ID in the below column
| Do not remove instructions or change any headers

User ID

N O & W N -

Step 3: Save the file to your computer. On the Roster page, click Browse and choose
the Roster file you wish to upload.

SCHEDULE

USERS

| - Print Sign-In Sheet & Add Users Zg Withdraw / Move Users

—
A€ Download 'Bulk Add Users' template i 3 i Browse... [_Upload users ]
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Update Roster via Upload

(Cont. 1)

Step 4: Click Upload Users.

SCHEDULE

USERS

| - Print Sign-in Sheet & Add Users &g Withdraw / Move Users

3€ Download 'Bulk Add Users' template

Upload users

Step 5: If there are sufficient seats on the Roster, Users will we added to the Roster.

USERS

[J Print Sign-In Sheet Email Registered Users & Add Users g& Withdraw / Move Users

Choose File | No file chosen

3£ Download 'Bulk Add Users' template

Name &« UserlD Organizational Unit(s) Email Attendance

Upload users

[ Show Withdrawn/Removed Users {2 Resuits)

Score Pass/Fail Status Options

General Services
Administration
{Organization)

0 of 1 Parts Attended

I General Services
Administration
iCsa 2t

0 of 1 Parts Attended

Registered [ ES| =@ &

Registered [ =) 20 &

Step 6: If the Roster is full or if you are adding Users who fall outside the Enrollment
Restrictions, a popup will appear with a warning message. You have the option to
either Increase the Session’s available seats or Add remaining Users to the waitlist.

® |ncrease the session's available seats.
() Add remaining users to the waitlist.

]

P
’ # 1% The tofal number of users exceeds available seats for the session

tor Erganlzatlonal Unit{s])

] Federal Organizations (Organization)
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Update Roster via Upload (Cont. 2)

Step 7: After choosing your preferred option, select OK. Users will be added to the
Roster and/or the Waitlist.

x |

!/|\: The total number of users exceeds available seats for the session “

® Increase the session's available seats

O Add remaining users fo the waitlist 7

jtor ﬁmﬁml U nﬂ Sl

0 Federal Organizations (Organization)
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Upload Attendance

When you want to upload an attendance sheet to the Roster...

Step 1: Use the “View Session Roster” task aid to navigate to the Session Roster. Click
on the Attendance and Scoring tab.

CON 124 (FED): Contract Execution Roster

|Session Roster
|

Roster M Attendance and Scoring |

r 7

Session Status: Approved

Step 2: Click Download Roster. The file will download to your computer.

USERS

Check/Uncl 2 A€ Download Roster,

\_/ Browse... Upload Roster

(30 resuits) [l 2] > »

Step 3: In the Excel file you downloaded, update the Score, Pass, and Part Attendance
columns for each User. Save the file.
Instructions to be followed for 'Bulk Update Attendance’ Feature [Do not delete]
Do not update the headings of the column
Do not add or remove any record
Only score, Pass and Part Attendance column values can be updated
Pass and Part fields can only have the values as - "Yes', 'No'

ame [Do User ID [D Score Pass Partl
100 Yes Yes
+ 100 Yes Yes

Step 4: On the Roster page, click on Browse. Select the attendance sheet you would

like to upload.
USERS
CheckiUncheck All 3f Download Roster _ \4/; Browse... I[ Upload Roster J
(30 resuits) [l 2] > »
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Upload Attendance (Cont. 1)

Step 5: Click on Upload Roster. The attendance sheet will then be uploaded.

USERS

Check/Uncheck All A€ Download Roster B 5 Upload Roster
(30 Resuits) > »

Step 6: The Attendance page will update. Click Save to save the updated attendance.

Name User ID Attendance Score Pass Session Completion
1 100 1°28r021 B
1 100 12812021 B

6

Step 7: A popup will appear to notify you that the attendance is being updated and
that the process will take about 15 minutes. Click Ok.

corporatedproxy-stg.csod.com says

Your attendance and scoring updates are now being processed. This
process takes approximately 15 minutes or less to complete, Please
remember to re-submit the roster if you would like to update the

stuclents' transcript statuses to reflect attendance and scoring changes.
Lt o do not need to wait for this process to complete before re-

submitting the roster.

Step 8: The page will refresh and display the roster tab. Once the attendance processes
in about 15 minutes, the list of Users will be updated with the completion status.

B L1

Show Wiihdrawn/ Remowad Lisang

Pemt B n Srven Comat Ragrimnd Unars o Add Unary
K Owwntnnt Bt Atk Lnory Smepinte o $00 1o the (Feisae Uptend vaers 711 — Opd
Cormpaled i }__ -
. -y poniancas A tmat t Yarea
y ™ *
Compaied i
< - .
<
Gl o P <
[ -
Comphisd -
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Move Users Between Sessions

When you want to move a User to another Session...

Step 1: Use the “View Session Roster” task aid to navigate to the Session Roster. In the
Users panel, click the Withdraw/Move Users link.

SCHEDULE
USERS
L Print Sign-In Sheet Email Registered Users & Add Usersl& Withdraw / Move Users L ‘ 1
3£ Download 'Bulk Add Users' template Choose File | Mo file chosen Upload users
[l show

Step 2: In the Withdraw/Move Users window, click the blue + next to the Users you
wish to move to different Session.

Search Results

Name Org Unit

2 General Services Administration (
Lynne Schneider (Manager)

General Services Administration (

= John Andre (Manager)
Step 3: After you have selected the Step 4: A new window will open.
desired Users, click Move at the bottom Scroll down to the Move section.
of the window. |
||
MOVE 4
Select the session the user(s) will be re-a|
* Day Start Date Eng
® Thursday 14282021 112
3 Z O Thursday 14282021 112
O Thursday 14282021 112

Step 5: Select the Session you would like to move the User(s) to.

Select the session the user(s) will be re-assigned to.
(9 Resuilts)
Day Start Date End Date Session ID Locator Number Enrollment Status
@® Thurse 5 2021 1/28/2021 HHS: FAI 003-2021-001 47933 20f2 Approved
) Thursday TNar2e2021 1/2812021 EPA: FAI 003-2021-001 47929 20f2 Approved
O Thursday 1282021 1/28/2021 FAl: FAI 003-2021-001 47930 20f2 Approved
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Move Users Between Sessions (Cont. 1)

Step 6: Click Submit and Continue.

O Thursday 12812021 12872021  TREAS: FAI

6 ubmit and Continue ance
/[Sbldct Tl[c 1

Step 7: You will then need to assign the new training to the User. Add any comments
on the Assign Training screen.

Assign Training

B FAI 001 - FAl Instructor Event One

Session | Federal - Instructor-Led (ILT) | @ Hours 0 Minutes

Details

Start Date: 1/25/2021 (Monday) 8:00 AM EST
End Date: 1/25/2021 (Monday) 5:00 PM EST
Description:
Price: $0.00
Credits: 8
Enroliment: 3 of 8

Available Languages: English (US)

Schedule: 1/25/2021 8:00 AM - 1/25/2021 5:00 PM

Comments

.
R

Automatically register users

Step 8: Click Submit to enroll the User in the new Session. The User will now appear on
the new Roster.

[ AUTOTECaly TEgister Users

Seats Available

USERS

Check/Uncheck All

Couome] & 8
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Send Emaills from Roster

When you need to email students enrolled in a Session...

Step 1: Use the “View Session Roster” task aid to navigate to the Session Roster. From

the Roster, click Email Registered Users.
Add Attachment &

No attachments have been uploaded for this Session

SCHEDULE

USERS

[ Print S 1 : Email Registered Users l) Add Users -:b Withdraw / Move Users

‘\_/
A€ Download ‘Bulk Add Users' template Choose File | Mo file chosen Upload users

Step 2: Enter an Email Title to give a description of the nature of this email.

Add Email

Use the fields below to create a new custom email or choose a preformatted template 1

Create e-mails using the fields below.
Click here for help.

Y\ Note: Files uploaded through the Image or Document Manager will be stored
Action Send Email Event

Email Title | New e-mall

2 <

From Address I

Reply-To Address |

Step 3: Enter a From Address.

Email Title | New e-mail

3 @ From Address

Reply-To Address

Step 4: Enter a Reply-To Address for recipients to respond.

Email Title [New e-mail

From Address

\ 4 /heply—Tn Address
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Send Emails from Roster (Cont. 1)

Step 5: Click Display a list of tags that can be used within the subject to show a list of
available tags you can use in the Subject and Body of the email. If you decide to use
tags, we recommend copying the tag directly from the menu and pasting it into the
subject or body of the email.

Tags are replaced with the corresponding values when emails are sent.

5 {Tags Display a list of tags that can be used within the subject
Subject |

Base URL Page URL

Deep Link
| Default bt | | Select

Step 6: Input the subject of your email into the Subject field.

Tags are replaced with the corresponding values when emails are sent.
T

29% Display a list of tags that can be used within the subject
\6/{Suhject|

Deep Link

Base URL Page URL
| Default bt | | Select

Step 7: Use the Deep Link dropdown options to select a link to a page in CSOD.

Tags are replaced with the corresponding values when emails are sent.
Tags nisplay a list of tags that can be used within the subject
Subject |

Base UR] Page UB]
| Default b | | Select

Deep Link

L

Step 8: Write the body of the email into the Message field. You can choose to send the
email as Plain Text or in HTML.

Message @)L O piain Text

- Tu

A - & - Verdana ~/10pt ~| Normal ~| Zoom ~

) iR - e -

2 i s= = i3

o [

"_7 Decign | &P LML o preview

Send Date | 12/15/2020 ] [1:30PM v {UTC-05:00) Eastern Tin|
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Send Emails from Roster (Cont. 2)

Step 9: Select a Send Date. This is the date and time at which the email will send.

Message (@) yrm O plain Text

A = & ~ Verdana = 10pt ~| Normal = Zoom o~ u';
RN N ‘et VU & @ Ay A

L“'
(=X
B 7/ U ae = = x* X 4 A iE iE S

/ Design | €% HTML @, Preview

Fend Date | 15/15/2020 [ [1:30PM w IP\ 9 {UTC-05:00) Eastern Tin

Step 10: Click Save to send the email on the Send Date you selected..

# Design | €% HTML  © Preview

Send Date | 15/15/2020 3 [s:30PM +| (UTC-05:00) Eastern Time (US & Canada)

10 :} Save

—
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Search for a User

When you want to look up a User...

Steps 1 & 2: Hover over the Admin tab, then click Users.

Admin Certifications Help Desk Performance

Catalog

Learning Assignment Tool

e, © I tifications

ol d to establish consistent competencies and

ork in civilian agencies. Click below to lea
Org Units

Users

Step 3: Enter User information into the search fields.

Users
[ -
ast Name City Manager
User ID Zip Active A
User Name Country X
mail
Select QU Criteria W/

Step 4: Click on Select OU Criteria to further filter your search if desired. A dropdown
menu will appear and allow you to select the OU type. The pop-out icon will then
appear and allow you to select the OU.

Users
ast Name City Manager
First Name State Approver
User ID Zip Active '
User Name Country b4
r
Select OU Criteria A
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Search for a User (Cont. 1)

Step 5: Hit Enter or click Search.

‘Emal\ ‘

Select OU Criteria N

5
o Create New Group _r\/

The search results will populate. From here, you can view the Transcript for the User.
See the “View User’s Transcript” task aid for more information on how to perform this

function.
Search Results o X
User$ User Name User ID Status  Identifier Manager | Approver  Options

-
-
-

v

(4 Results)
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View User’s Transcript

When you want to view a Transcript...

Step 1: Use the “Search for a User” task aid to find the User Record you wish to view.
Click the dropdown arrow in the Options column.

= Create Mew Group /

Search Results o X
Users User Name User | Manager Approver Options
Student, DHS DHS_Student DHSj DHS Manager h];s/ q
Student, GSA GS4 Student G54 3 GSA Manager ‘ View rpt

Step 2: In the dropdown menu, select View Transcript.

o Create Mew Group

Search Results o X

User Name Manager Approver Options

Student, DHS DHS_Student DHS_S DHS Manager hd

¥
View Transcript
Student, GSA GS4_Student GSA_3 GSA Manager | \?/' P
/ e | View My Team Profile

Student 8, FAI FAl_Students FAI,E) Fal Admin

Step 3: You will now see the User’s Transcript. You can use the filters on this page to
view items with a specific status or of a specific type. You can also change how your
results are ordered. The default is set to order By Date Added.

Q ) DHS Student > Transcript: DHS Student

Transcript: DHS Student E'

Courses with an "Inactive” button have expired and are no longer available.
HELP Printing Certificate

Active ¥ By Date Added ™ All Types ™ 3 Search for training ‘
——
‘Search Results (12) Hide Certified Certifications
omrn ‘CON 124 (FED): Contract Execution Select Session -

Due: No Due Date  Status: Approved

s ACQ 315 Understanding Industry (Starts 10/3/2020)

] Due: No Dus Date  Status: Registered

View Training D... o
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Neports

Standard Reports Available to Registrars:
* |ILT Enrollment Summary Report

* |ILT No Show Report

* Instructor Calendar Report

* Required/Suggested Training Report
* Transcript Status Report

* |ILT Interest Tracking Report

* |LT Session Withdrawal Report

* Training Evaluation Report




View Standard Reports

When you want to view Standard Reports...

Steps 1 & 2: Hover over the Reports tab, then click Standard Reports.

Learo Reports ILT Content Admin Help Desk

2 Standard Reports
Integration Reports

Step 3: Choose the Report Category. The Report Categories available will vary
depending on your roles.

Reports

Click on a report category to view those reports. You may search for any reports by title or description.

y ¥,
© = L 3
Track Employees Training F /

Step 4: Select the type of report you would like to view by clicking on the name of the
report. The reports available to you will vary depending on your roles. See the previous
page of this task aid for the minimum reports you should see for this role.

Reports

Click on a report category to view those reports. You may search for any reports by title or description.

‘3 -~
| Track Employees Training
No-Show
ErLTE s S E T 4 Displays sessions where one or more students did not attend the required

Displays summary information for Instructor Led Training(ILT) s& \_/ T g e et

Instructor Calendar Session Withdrawal
View ILT Events for instructors by week. You must choose a Vender. You may Displays a list of employees who registered for sessions and later withdrew
choose to filter the report by ILT Event or Instructor Name. their registration, including reasons for withdrawal.

Interest Tracking
View events which users have expressed interest in
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View Standard Reports (Cont. 1)

Step 5: Enter data into the filters you would like to apply to the report. The filters
available will vary depending on the report selected. The system will alert you if you try
to run a Standard Report with required fields missing. Visit
https://help.csod.com/help/csod 0/Content/Reporting/Standard Reports/Standard R
eports Overview.htm?Highlight=standard%20report for more information on specific
standard reports.

Enroliment Summary

View summary information for Instructor Led Training (ILT) sessions.

Date Filters

5 Date Criteria From: | 12/1/2020 O To: |12/28/2020 O
Facility : | | 2 i
Vendor : All -2J
Instructor : | | @J(Please Select Vendor First) w
Event : | ||_4,’J @

ocator numbers| |

—» Printable Version 3€ Export to Excel |- Export to Text

Step 6: Select the option you would like for the export: Printable Version, Export to
Excel, or Export to Text (when available). The file will download to your computer.

T
Facilitv:| | o) o
Vendor : All 2J
Instructor : | | rf—J[PIease Select Vendor First) m
Event : | 2 w
Locator M:—~ber : |—|
6 —a Printable Version 3€ Exportto Excel |- Export to Text
L

Note: You may receive an error message when trying to open the
spreadsheet. If this happens, click “Yes” to open the file.
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View and Download Custom Reports

When you want to filter and download a report...

Steps 1 & 2: Hover over the Reports tab, then click Custom and Shared Reports.

Standard Reports

Custom and Shared Reports

Dashboards

Step 3: On the left-hand side of the screen, click Shared With Me to see reports that
have been shared with you.

Custom and Shared Reports
My Reports
v Y Quick Filters

Y Recently Viewed
Y Favorites NAME T

Q, Search All Reports

&fa My Reparts :

\?’/: 385 Shared With Me

Step 4: Click the Report Name you would like to view to update the report filters.

Federal Organizations - Custom CLA... L\4/ O D o
Federal Organizations - Custom IDP ... /& FAl Admin B D oo
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View and Download Custom Reports

(Cont. 1)

Step 5: Update the filters as needed. The filters will vary based on the report.

v Filters
Al
E/ / Certifications - Certification Category is equal to v FAC-C Continuous Learning
AN Certifications - Certification User Status = is cne of v Select.. v
Calculated Fields - Days Until Certification Period Due  is greater than v 0

Step 6: Click Refresh in the top right
corner to see a sample of the newly-
filtered report, which will appear on
the bottom portion of the page.

Step 7: Click the Download Options
icon in the top right corner to see the
formats available for this report.

Step 8: Choose the File Format in which you would like to download the report. The

report will download to your computer.

min Help Desk Performance

Custom CLA

& O

o all
_—

Select...

-
EJ

of -

(g [

reater than b

&

Ccsy

HTML

PDF

Word

TXT PIPE

TXT TAB

XML
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Additional Resources

Support Area

Support Provided

Contact

d FAI CSOD System
Defense Questions and Issues Email: DAUHelp@dau.edu
L . FAI CSOD System Phone: (703) 805-3459, X1
Acquisition
. . Errors and
University (DAU) .
Help Desk Troubleshooting
P . Password Issues and
Resets
. Agency-specific https://www.fai.gov/humancapital/acquis
Acquisition Training, ition-career-manager-acm
Certification, and
Continuous Learning
Your Agency's (CL) Requwer.‘n.ents
o . Agency-specific
Acquisition . . .
Acquisition Policies
Career Manager
and Procedures
(ACM)
. Career Development
. Training and
Development
Opportunities
. Task Aids for FAICSOD | https://dau.csod.com/catalog/CustomPag
FAI CSOD Roles e.aspx?id=221000511
Training . FAI CSOD Training
Materials and Videos https://dau.csod.com/catalog/CustomPag
Online . Other Guidance for e.aspx?id=221000509
Resources Performing Tasks in
FAI CSOD
. FAI CSOD Migration https://www.fai.gov/page/migration-
. Acquisition Training faitas-fai-cornerstone-ondemand-csod-
FAl Website . Federal Acquisition fags
FAQs Certifications (FAC-C,
FAC-COR, FAC-P/PM)
. More!
FAI Staff All other questions faicsod@gsa.gov
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